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Federal Employee Occupational Safety and Health
Program Plan for
DOE Headquarters Federal Employees

POLICY STATEMENT

“ The Department of Energy (DOE) is committed to providing safe and healthful working
conditions for its federal employees. This commitment is implemented through an effective
Federal Employee Occupational Safety and Health (FEOSH) Program for Headquarters
employees that builds upon the Department's integrated safety management core functions and
guiding principles. The Department considers employee safety and health to be its number one
priority. Assuch, each Headquarters element must implement practices that afford optimal
protection of its employees.

The FEOSH Program for DOE Headqguarters federal employeesis designed to be ‘owned’ and
implemented by all Headquarters managers and employees. The program’s success dependsin
great measure upon open and honest communication between employees and management. This
team approach facilitates the recognition of existing and emerging safety and health concerns
and the timely application of appropriate mitigative actions. Itiscritical that all Headquarters
personnel become involved in seeking and suggesting ways to improve the effectiveness of the
FEOSH Program for Headquarters employees. Our shared goal in this programisfor all of us
to return home to our families at the end of each workday with no work-related injury or

illness.”

Secretary of Energy



10 Purpose.

The purpose of this document isto describe the Federal Employee Occupationd Safety and Hedlth
(FEOSH) Program for the Department of Energy (DOE) Headquarters federal employees. This
document provides adl Headquarters personnd with the information, and references to additiond
information, needed to understand how to provide a safe and healthful work environment.

20  Background.

The Department believes that successful implementation of a FEOSH Program for its employees
requires integration into other safety and hedlth programs and initiatives, as well as the full incluson and
integration of safety and hedth into the totdity of work, such thet it isan integra part of the whole, not a
gtand-aone program. The Department bdlieves that integration of the FEOSH Program for its
Headquarters employees will be achieved by applying the integrated safety management (1ISM) core
functions and guiding principles as described in DOE Publication 450.4, Safety Management System
Policy:

A. Core Functions,

Define the Scope of Work

Anayze the Hazards

Develop and Implement Hazard Controls
Perform Work within Controls

Provide Feedback and Continuous Improvement

B. Guiding Principles

Line Management Responghility for Safety

Clear Roles and Respongbilities

Competence Commensurate with Responghilities
Baanced Priorities

Identification of Safety Standards and Requirements
Hazard Controls Tailored to Work Being Performed
Operations Authorization

FEOSH Program requirements are established by statutes, regulations, and orders. By law (Section
19(a) of the Occupational Safety and Health Act of 1970, as amended), each Federal agency is
required to develop and implement a safety and health program that is designed to protect its federa
employees from workplace hazards, illnesses, and injuries. Furthermore, each agency must gppoint a
Desgnated Agency Safety and Hedlth Officid (DASHO) who is responsible for monitoring and
reporting on the effective management and implementation of the agency’s FEOSH Program(s). The
Assstant Secretary for Environment, Safety and Health isthe appointed DASHO for DOE.



The reqw irements for the FEOSH Program are specified in:

Section 19 of the Occupational Safety and Health Act of 1970, Public Law 91-596, 91%
Congress, S. 2193, December 29, 1970
Executive Order 12196, Occupational Safety and Health Programs for Federal Employees
Title 29 Code of Federal Regulations, Part 1960 (29 CFR 1960), Elements for Federal
Employee Occupational Safety and Health Programs
Title 10 CFR Part 835, Occupational Radiation Protection

Title 10 CFR Part 850, Chronic Beryllium Disease Prevention Program
DOE Order 440.1A, Worker Protection Management for DOE Federal and Contractor
Employees
DOE Order 442.1, Department of Energy Employee Concerns Program

DOE P 450.4, Safety Management System Policy

Within DOE, line management is responsible and accountable for the safety and hedlth of their
employees. As such, each Headquarters departmental element isrequired to implement a FEOSH
Program for their employees. The Office of Safety and Hedlth (EH-5) provides essentid policy,
guidance, and consultation to other departmental € ements to effect consistent and compatible FEOSH
programs throughout the Department. The Office of Management and Administration (MA) is
the Safety and Health Manager for Headquarters, see section 4.1.2. Each Headquarters
departmental element must designate a FEOSH safety and health coordinator for ther
respective organization to assist the Safety and Health Manager in implementing the FEOSH

program.
30  Applicability.

The policies and guiddines contained within this document gpply to al Headquarters federd personnel.
Headquarters line managers must ensure: 1) that their employees become familiar with this document
and abide by its policies; and 2) that contractors located in their space and occasiona visitors are
afforded safe and hedthful working conditions.

4.0 Program Structure.

Four key dements mugt exist to implement an effective FEOSH Program for Headquarters employees.
These four program dements, described by the Department of Labor (DOL) in their Safety and Health
Program Management Guidelines, January 26, 1989, are consistent with the Department's |SM
policy which isthe cornerstone of the DOE' s safety and hedlth program. The dements are:

Management commitment and employee involvement;
Workplace hazard andysis,

Hazard prevention and control; and

Safety and hedth training.

The following sections provide detailed discussions of these program eements.



4.1

Management Commitment and Employee | nvolvement.

Management respongbility is one of the ISM guiding principles. Headquarters management
commitment is critica to the successful implementation of the FEOSH Program for
Headquarters employees. In an effective program, management regards worker safety and
hedlth as a fundamental value to be pursued with as much vigor as other organizationd gods.

Headquarters employee involvement dso is critica to the successful implementation of the
FEOSH Program for Headquarters employees. Headquarters employee involvement provides
the means through which workers develop and/or express their commitment to safe and
hedthful practices for themsdves and for their fellow workers.

4.1.1 HeadquartersLine Management Responsibilities.

Headquarters line management is responsible for the overdl integrity and implementation of the
FEOSH Program for Headquarters employees. In order to implement an effective program,
Headquarters line management must support awareness activities, workplace ingpections,
investigation of safety and hedlth concerns; hazard communication, abatement, and control;
employee training; and other safety- and hedth-related initiatives. Headquarters line managers
and supervisors are responsible for the safety and health practices of their employeesin their
respective work areas and in the pursuit of their work activities when away from their assgned
office. Furthermore, supervisors have the authority to remove an employee from their work
area or to implement a stop-work mandate if they perceive ared or potentia threat to the
worker's hedlth or safety or that of others.

Additiondly, Headquarters line managers must, under the provisons 20 CFR 1960, post the
respongbilities of both its managers and employees, the rights of employees and their
representatives, the name of the Safety and Health Manager, the FEOSH safety and
health coordinator, and the DASHO. Thisinformation is accuratdly summarized on the
FEOSH Poster, available through EH-5, and must be displayed where Headquarters
employees work and congregate.

Headquarters line managers dso have certain responsibilities related to recordkeeping practices.
Line managers must: 1) ensure that recordkeeping procedures are implemented for their
organizations, 2) designate a FEOSH safety and hedlth coordinator to coordinate with the EH
subject matter experts (Appendix A) and the Safety and Health Manager in implementing
recordkeeping procedures; and 3) ensure that records created from workplace inspections,
hazard analyses and surveys, exposure monitoring, medical surveillance, worker process and
procedure reviews, employee safety and health concerns, or other FEOSH-related activities are
in accordance with DOE Order 440.1A and maintained in accordance with DOE Order
1324.5B, Records Management Program, and Federa confidentidity requirements. Records



reflecting ingpections, hazard andyses, employee concerns, and work practices must aso be
accessible to employees and their representatives upon request. Headquarters employees may
access their persona hedlth record by contacting the Manager, Dependent and Health Care
Services Program (MA-3), who is the manager of the Germantown and Forrestal Federal
Employee Hedth Units.

4.1.2 Headquarters Safety and Health Manager Responsibilities.

Each Headquarters Departmenta eement must designate a FEOSH safety and health
coordinator for their respective organization. The safety and health coordinator is
expected to coordinate their program FEOSH activities with the Safety and Health
Manager. The Safety and Health Manager must perform his or her dutiesand
responsibilities in accordance with the requirementsin 29 CFR 1960. To ensure that
Headquarters employees participate in FEOSH activities and are protected from unsafe and
unhedthful working conditions, the Safety and Health M anager is responsible for the
following aspects of the Program:

Administer the FEOSH Program activity for their respective employees.
Ensure that required Headquarter s workplace ingpections are conducted.
Target safety and hedlth activitiesin high-risk or identified problem aress.
Assg in the investigation of employee concerns and reports of
unsafe/unhedlthful working conditions
Facilitate prompt abatement of occupationd safety and hedlth hazards, and
monitors progress.

Encourage employee participation and involvement.
Provide regular feedback to management concerning occupationd safety and
hedlth hazards.

4.1.3 Employee Rights and Responsibilities.

All Headquarters employees have rights as well as respongbilities in maintaining a safe and
hedlthful workplace. Headquarters employees have the right to:

Work in an environment that is safe and devoid of known occupationa hazards
and hedth risks.

Know what identified occupational hazards exist, and the corrective actions
taken to eliminate or reduce those risks.

Stop work IMMEDIATELY without fear of reprisd, should aStudtion arise
that puts them or a co-worker in immediate danger.

Report unsafe work conditions or practices to their supervisor, Safety and
Hedth Manager, their Deputy Assstant Secretary, the Office of Management
and Adminigtration (MA), the Nationa Treasury Employees Union (NTEU),
the Occupationd Safety and Hedlth Adminigtration (OSHA), or any other
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appropriate authority, without fear of reprisal and receive timely natification
when the issue is adequately resolved.
Request ingpections of unsafe or unhedthful working conditions.

Headquarters employee responsbilities go hand-in-hand with employee rights. Commensurate
with the right to work in a safe and hedlthful environment is the responghility to act in ways that
promote safety. Specificaly, employees must:

Comply with applicable OSHA laws, and DOE safety and hedlth
implementing policies and directives.
When a other DOE facilities on officid government trave, follow al site-
specific policies and procedures (e.g., training requirements, use of personnel
protective equipment, wearing dosmeters, etc.) that have been established by
the respective DOE field offices or their operating contractors.
Know the location of, and the information contained on, the Materia Safety
Data Sheets for the chemicas contained in their work areawhilein
Departmental-occupied space or on travel.

Report recognized hazards to their immediate supervisor.
Stop work immediadly if they perceive ared or potentid risk of injury to ether
themselves or a co-worker.
Report work-related injuries or illnesses to their supervisor.

4.1.4 Reporting Employee Concernsand Hazards.

| dentification and reporting of potentialy unsafe or unhealthful working conditionsisthe
respongbility of al Headquarters employees or their representatives. Conditions reported may
include environmenta, occupational safety or health related hazards or concerns, and facility-
related issues. Since many conditions can be diminated as soon as they are identified, an
effective channd of ora or written communication isimperative in the development of a sound
FEOSH Program for Headquarters employees. Appendix B provides details of the Employee
Concerns Program, including responsibilities and procedures, shoud initid actions taken to
resolve an employee concern are felt to be inadequate by the employee.

Analysis of Hazards in the Workplace.

Anayss of hazardsisan ISM core function. Headquarters managers and employees must
andyze the hazards to employees at their normal work station and while on officid travel.

Hazard andlysisis a comprehensive process for identifying existing and potentia workplace
conditions that have the capability of causng employeeinjury or illness. The process helpsto
fogter continuous improvement in safety and health, to ensure compliance with DOE and other
federa safety and hedlth requirements, and to establish a safe work environment.



The following methods can be used to identify work-related hazards faced by Headquarters
employees in Department occupied space or while on officid trave:

Hazard analysis (e.g., job safety analyss and comprehensive safety and hedlth
urveys)

Accident/incident investigations

Routine sdif- assessment

Ingpections

Hazard andysis of awork activity can be conducted ether informdly or formadly. Hazard
identification is mogt effective when performed informaly during the course of daily work
activities by supervisory and non-supervisory employees and qudified safety and hedlth
professonds. Formd hazard analysis requires more planning and is accomplished by trained
safety peciaists experienced in recognizing hazards in specific work areas and activities. A
forma hazard andlysis usualy includesjob safety analys's, process hazard analysis,
comprehensive safety and health surveys, and investigations arising from employee concerns.
The primary god for identifying hazards in the workplace or activity isto determine why they
exig 0 effective mitigating actions can be taken.

Accident invedigation is a systematic search to uncover facts and details of aloss-producing
event and to determine what recommendations and corrective actions are needed in order to
prevent a recurrence.

Sdf-assessment is a systematic process of evaluating the effectiveness of safety and hedth
policies and programs as well as the systems that support them. The most basic form of sdlf-
assessment is conducting daily walk-throughs of the work space and regular review of work
activities. Workers and supervisors can evduate their own work areas and activities by
periodicdly conducting informa safety inspections and reviews with the intent of identifying
hazardous working conditions or activities. The ability to identify and correct noted
deficiencies grestly enhances the benefit of performing a saif-assessment.

Inspections of work areas help to improve employee safety and hedlth. Types of ingpections
vary but usudly fdl into three main categories. periodic/annua, compliance-oriented, and
employee concerns. In generd, the objective of an inspection isto improve employee
working conditions through systematic identification and subsequent abatement of hazards.
Periodic inspections help to provide a continuous assessment of the work areas whereas
compliance-based ingpections usudly target high-risk problem areas. Inspections in response
to reported employee concerns evauate the aleged unsafe or unhedthful working conditions.
Conditions prompting the employee concern must be ingpected within 24 hours for imminent
danger Situations, within 3 days for potentialy serious dlegations, and within 20 daysfor dl
other conditions.

Note: Snce MA-211 isresponsible for building maintenance and correction of



related hazards for the Forrestal and Germantown facilities, as well as being the
point-of-contact for the General Services Administration (GSA) leased space, the
annual inspection of work spaces, as required by 29 CFR 1960, will be jointly
performed by MA-211(Safety and Health Manager),the organizational element’s
FEOSH point-of-contact, and NTEU. Each Organizational element will review its
high-risk activities that take place away fromtheir occupied space.

Notices of unsafe and unhealthful working conditions resulting from OSHA
inspections, affecting Headquarters employees and/or their work areas, will be
posted in accordance with requirementsin 29 CFR 1960. Headquarters
management will also be informed of unsafe and unhealthful conditions affecting
their employees and/or their work areas identified through internal DOE
inspection activity, e.g., annual FEOSH walk-through. NTEU representatives will
be advised on inspection findings and abatement plans, also in accordance with
29 CFR 1960.

The work-related hazards faced by the mgority of Headquarters employees fal into two main
categories. Thefirg category is hazards most commonly associated with an office environment.
Theseinclude, but are not limited to, design of computer workstations, uneven walking
surfaces, use of eectrica equipment, and office clutter.

The second category is hazards associated with performing Ste visits at DOE facilities and
traveling outside the United States. Unique hazards for Headquarters employees traveling to
DOE facilities are the potentia for exposure to radioactive materids or radiation generating
devices and beryllium.

Headquarters managers and employees must comply with the requirements of 10 CFR 835,
Occupational Radiation Protection, revised January 1, 1999. Specificaly, Headquarters
managers and employees should consult Appendix C of this document before traveling to a
DOE facility for activities that include potentid exposure to radioactive materias or radiation
generaing devices.

Headquarters managers and employees must comply with the requirements of 10 CFR 850,
Chronic Beryllium Disease Prevention Program, published December 8, 1999, for those
employees who travel to facilities that present the potentia for exposure to airborne beryllium
paticles. Specificdly, line managers and employees must comply with the Department’s
Chronic Beryllium Disease Prevention Program (CBDPP) for Headquarters Federal
Employees which is contained in Appendix D of this document. Appendix E summarizesthe
procedures and respongbilities of the Headquarters CBDPP Medical Surveillance Program.

Prior to departure, al Headquarters employees traveling outside the United States should
consult with the medical personnd of the hedlth unit regarding travel advisories, hedth
precautions, and suggested immunizations to reduce therisk of travel-related illnesses or other
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health consequences of travel abroad.
Hazard Prevention and Control

Deveoping and implementing hazard controlsis an ISV core function. Line managers and
employees must prevent or control the redl or potential hazards that are identified. Federa and
DOE requirements for hazard abatement are found in 29 CFR 1960.30, 10 CFR 835, 10 CFR
850, and DOE Order 440.1A.

The safety and hedlth of an employee should be considered during the earliest stages of facility
design, work or activity planning, and travel. However, employees may face new and
previousy unpredicted hazards that must be corrected or abated as they arise. For hazards
newly identified in the workplace or during awork activity, corrective actions must be
prioritized according to worker risk. If ahazard cannot be corrected on the spot, then prompt
interim protective measures must be taken prior to its fina abatement.

Hazard prevention and control can be accomplished via
Engineering controls

Work practice controls
Adminigrative controls
Preventative maintenance
Emergency preparedness
Persond protective equipment
Occupationa medica programs

An important element of a hazard prevention and control program is employee safety and hedth
awareness. Headquarters employees can obtain basic safety and hedlth information about their
office environment while reviewing Module 3 of the FEOSH Orientation, located on the
FEOSH web site, Pubs and Reports page (http:/tis.eh.doe.gov/feosh/). Module 3,
“Recognizing and Preventing Hazards in the Workplace,” focuses on providing employees with
tips on recognizing, preventing, and diminaing common workplace-related hazards. Examples
of hazards covered in the module are dectricdl, fire, chemica, and housekesping. Module 3
aso provides employees with generd information on how to adjust their computer workstation
to make it more ergonomicaly digned. The Safety and Health Manager can dso provide
additiond information and guidance on these and other safety and hedlth-related topics.

Headquarters employees need to prevent hazards where they can. For example:
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1 Prior to travel, know the scope of work that is expected of you, and the need for
training, monitoring, persord protective equipment, and medical clearance.

2. If travel is outside the United States, contact the Physician at the hedlth unit about
gpecific hedlth precautions, travel advisories, and need for immunizations, that are
recommended by the World Hedlth Organization and the Centers for Disease Control.

3. During DOE-related travd, if a Headquarters employee has a medica/hedth
examination in order to obtain a“clearance’ to perform his or her assgned duties (e.g.,
respirator clearance), a copy of the examination/clearance form should be provided to
the employee by the Physician a the Headquarters hedlth unit.

4, If a Headquarters employee is the subject of exposure monitoring during DOE-related
travel, the exposure monitoring data should be forwarded to the appropriate
Headquarters hedlth unit for inclusion in the employee’'s medica record.

At any time, if a Headquarters employee becomes aware of a previoudy unidentified hazard or
perceives arisk of potentia injury or exposure to chemical, ergonomic, or physica (induding
radiological) hazards, the employee should notify their supervisor immediately. If the risk of
bodily harm is great, the employee should stop work until a safety or hedth specidist can
evauate the offending hazard. If the hazard is facility-related, whether the building is
Headquarters or GSA-leased, the procedures in Section 4.1.4, Reporting Employee
Concerns and Hazards, should be followed.

Appendix A provides alisting of EH subject maiter experts that can be contacted to provide
additiond information on specific hazards.

Safety and Health Training.

Competence commensurate with respongibilitiesisan I1SM guiding principle. All Headquarters
employees must have the needed skills to perform their tasks in a safe and hedthful manner.
Beyond a generdized safety and hedth orientation, al other training should focus on helping
employees meet their environment, safety, and health performance requirements, satisfy DOE
and other regulatory requirements, and alow for future professond growth.

Safety and hedth training can be ddivered through a variety of methods. Examples are:

Orientation sessions that provide a generd awareness of a specific topic;

Forma classroom style including courses, seminars, conferences,
andexpositions devoted to a more in-depth training in a gpecific topic; and



Approved ontthe-job training for skill-related activities where hands-on
operations are performed.

If training has been successful, employees will display their acquired safety and health knowledge
through:

Exhibiting a thorough knowledge of their rights, roles, and responsbilities;
Reporting worksite incidents and accidents;

Identifying and reporting real or potentia worksite and work activity hazards,
and

Using appropriate safeguards in the performance of their assigned duties.

As previoudy gtated in this document, a comprehensive orientation to the FEOSH Program and
badc safety and hedlth training is available to dl Headquarters employees on the FEOSH web
site, Pubs and Reports page, FEOSH Orientation at http://tis.eh.doe.gov/feosv.

Headquarters employees should consult with their training coordinators on the availability of
other in-house or contractor-sponsored safety and hedlth training. Also, DOE Program Office
and fidd safety and health managers may be contacted regarding training that is specific to
hazards that may be encountered while visiting a DOE facility.

Headquarters employees should have an initid training sesson in the basic dements of 29 CFR
1960, including hazard recognition and awareness involving typica safety and hedth subjects
encountered in their occupied work areas and DOE Sites when vigiting on officia business.
Refresher training should be conducted every 2 years. Also, training should be provided to
newly hired employees, and to those employees that are reassigned to another position within
Headquarters, if that position involves more hazardous working conditions.

Headquarters employees should consult their immediate supervisor if a anytime they do not
have the skills or knowledge to perform an assigned task in a safe or hedthful manner.

Program Evaluation.

Title 29 CFR 1960.79 requires that FEOSH Program self-eva uations be devel oped and
implemented. The Safety and Hedlth Manager must conduct an annud programmatic review
using the FEOSH Program Salf- Assessment and Program Evauation document.  Results of
the FEOSH Program review, aswell as reviews from al other departmenta FEOSH Programs,
will be used to prepare the annual DOE report on occupationd safety and hedlth to the
Secretary of Labor, as required by 29 CFR 1960. The Deputy Assistant Secretary for Safety
and Hedlth (EH-1) must prepare this report on behalf of the Secretary and may request, as
appropriate, information from al Department organizations to complete the annua report.

10



EH will be the lead agent in the Department to track and report DOE’ s performance in
achieving the god's and objectives of the Federa Worker 2001 Presidentid Initiative.

Pursuant to Executive Order 12196, OSHA may conduct program evaluations or unannounced

inspections of Federal workplaces. It isthe Department’ s policy to cooperate with OSHA
compliance personndl and seek their assstance in improving workplace safety and hedlth.

11






APPENDIX A
Environment, Safety and Health (EH) Subject Matter Experts
EH isfortunate to have an abundance of highly trained and specidized safety and hedlth professonds.

Beow isaliging of the EH subject matter experts who can provide management, employees, and
employee representatives with additional information on specific hazards.

Bayllium Jacqueline Rogers 301-903-5684
Paul Wambach 301-903-7373
David Weitzman 301-903-5401
Chemica Sefety Gall Kleiner 301-903-5601
Congtruction Safety Pat Finn 301-903-9876
Electrical Safety Pat Tran 301-903-5638
Ergonomics Les Bermudez 301-903-9879
Carlos Coffman 301-903-6493
FEOSH Dennis Lubow 301-903-2075
Joseph Hopkins 301-903-5619
Safety and Hedlth
Manger
Fire Protection Dennis Kubicki 301-903-4794
Indugtrid Hygiene Dave Pegram 301-903-9840
Nancy Hammond 301-903-1731
Nuclear Safety Dick Black 301-903-3465
Occupetiond Medicing/

Medicd Survellance George Gebus 301-903-7385
Rediation Protection Peter O’ Connell 301-903-5641
Respiratory Protection Dan Marsick 301-903-3954
Toxicology Janet Normandy 301-903-6757
Violence in the Workplace Ken Matthews 301-903-6398

For additiond information on the Department of Energy (DOE) Employee Assistance Program, contact
Employee and Labor Rdations Divison (MA-353). The EH Porta is avaluable web site source for
obtaining employee environment, safety and hedth (ES& H) information across the complex.
Employees can access this web site at http://tis.eh.doe.gov/portal/.







APPENDIX B
Common Workplace Hazards

Asthe mgority of Headquarters employees work in an office environment, the following isaligting of
the most commonly occurring hazards found in this setting. The intent of listing the most common
workplace hazards is to raise awareness and to ultimately provide employees protection againgt injury.
Remember that the listing is not designed to be dl-indusve.

When visting the Department of Energy (DOE) and DOE contractor facilities, employees must abide by
Ste-specific safety and health programs. While on travel, if an employee has questions about worksite
hazards, persona protective equipment, or safety and hedlth protocols, contact the Site safety and/or
hedlth personnel for guidance.

Headquarters employees should contact their supervisor, the EH subject matter expertslisted in
Appendix A of this document, or the Safety and Hedlth Manager, in sequentia order, should they need
further direction or consultation concerning these or other work-related hazards.

A. Electrical Hazards.

Mogt offices contain a congderable amount of eectrica equipment such as computers and small
appliances like coffee makers, toasters, heaters, and fans. Caution should be used in setting up
electrica equipment so asto prevent circuit overload and tripping hazards. Never daisy chain
electrical/extenson cords. Organize the office space so that cords are not crossing aides or wakways.
Before setting up dectrica equipment, aways ingpect the integrity of the cord and appliance itsdf. If an
electrica appliance gppears faulty, sop using it immediatdy, unplug it and remove it from service, tag it
as"'non-operationd,” and report it to your supervisor. Always use an dectrica appliancefor its
intended purpose only.

B. Fire Safety.

Every employeeisresponsble for promoting fire safety. Reporting redl or potentia fire hazards and
ensuring those hazards are corrected are necessary actions that help to diminate the risk of afire. If a
perceived fire hazard cannot be corrected on-the-spot, report it to your supervisor and facility
management immediately. Keep work aress, exits (internal and external), and hallways free of clutter.
Know the correct evacuation route from your work area.

C. Ergonomics.

Computer workstation and other office equipment should be configured to the comfort of the user.
Position computer monitors so the top of the screenis at or below eye level. Chairs should be
adjustable and provide support to the lower back and upper extremities. When seated, feet should
either rest on the floor or on afootrest. If in doubt of the correctness of your computer

workstation design or if you are experiencing ill-hedth effects possbly because of it, report it to your

1



supervisor and contact the EH Safety and Hedlth Manager to schedule an ergonomics evaluation. If
hedlth effects persst, consult the Federal Employee Hedlth Unit.

D. Bloodborne Pathogens.

In the event of an accident, employees may need to administer first aid to a co-worker, thereby putting
themsalves at risk of exposure to blood or other body fluids. If providing first aid where blood or body
fluids are present, employees should wear gloves or use abarrier (absorbent cloths topped with a
plagtic liner) to help reduce their risk of exposure. Washing hands vigoroudy with soap and water
immediately following an exposure will so help to diminate possible health risks. Employees need to
report any such exposure to their supervisor and consult with the Federal Employee Health Unit as soon

aspossible.

F. Violencein the Workplace

Workplace violence or other type of unprofessiona physica or verbal conduct will not be tolerated
within the Department. Thistype of behavior may result in disciplinary action, induding termination of
employment. Aswith any other type of workplace hazard, Headquarters employees are responsible for
reporting incidents of this nature to their supervisor. The occurrence of employee violence should so
be reported to the Safety and Health Manager and the Office of Employee Concerns (ED-5) on (202)
586-6530. At any time, if the threat of bodily harm is apparent, Headquarters employees should
immediately call building security or “911” to report the incident to loca law enforcement authorities.

G. Housekeeping.

Clean, uncluttered, and organized work areas help minimize office-rel ated accidents and employee
injuries. Proper storage of paperwork, work materias, and equipment will also help the overdl
professional appearance of the work area. Discarding or archiving no longer needed
documents/articles, regular cleaning and vacuuming, and avoiding fluid spills on carpeting and
upholstered surfaces will support good indoor ar quality and the overal safety and hedth of the work
environmen.



APPENDIX C
Radiation Protection for Headquarter Federal Employees

Because radioactive materids or radiation generating devices can be found at most Department of
Energy (DOE) Stes, a Federd employee visiting a DOE Site, in many cases, may have to prepare for
possible exposure to radiation or radioactive materia. Under the system of radiation protection
established by title 10 Code of Federa Regulation, part 835 (10 CFR 835), asite performing an
activity that could result in exposure of an individua or individuds to ionizing radiaion is responsible for
edtablishing a program to protecting that individua from the effects of ionizing radiation. Whilethe Steis
respongble for protecting dl visitorsto the dite, it is prudent for Federd employees visiting the Steto
determine if there are any actions that should be taken in advance to meet Ste radiation protection
requirements. In thisway, time can be devoted most effectively to meeting the objectives of the vist.
The following sections address aspects of radiation protection that should be considered before visiting
aDOE ste.

A. Training.

Training isrequired for unescorted access in the Controlled and Radiologica areas of DOE sites. Thus,
adte vigtor needs to determine what areas of a ste will be entered during the visit, and make
arrangements for obtaining ether training appropriate to the radiological hezard in those areas or a
quaified escort.  Training on core or generdly applicable aspects of radiation protection is periodicaly
avallable to Federd employees a DOE Headquarters. Training that is specific to a DOE dte must be
obtained at that DOE site.

B. Radiation Dose Monitoring.

Depending upon which area of asteisto be visted, personnd visiting asite may either be monitored
for internd or externa exposure to radiation. In most cases the visitor does not have to take any actions
before the visit to be monitored for internd or externa exposure to radiation. However, some Sites may
require awhole body count (a determination of internal radiation exposure by using detectors on the
outside of the body) before permitting a person to enter an area where interna radiation exposure
monitoring isrequired. The whole body count should be arranged before the vigit. In addition, itisa
good practice for Site vistors to know their current radiation dose for the year, particularly if they have
received more than

50 millirem (mrem) during the current year or if they are going to receive any significant amount of

radiation dose as aresult of the site vist. DOE Headquarters Federal employees are periodically

provided records of their radiation dose from vigits to DOE sites where they have been monitored.

C. Protective Equipment.



For entry into areas of the Ste controlled because of the presence of contamination and airborne
radioactive materia, persona protective equipment such as anti- contamination cothing (anti-Cs) is
aways required and respiratory protection may be required. Typicdly, no advance preparations are
needed for anti-Cs; however, it may be hdpful to obtain training in putting on and taking off protective
cothing if afull set of anti-Cswill be needed to vist apart of thedte. Thistraining istypicaly included
in the training needed to gain accessto areasthat  are controlled because of the presence of
contamination or airborne radioactive materid. If repiratory protection is needed as part of the site
vigit, the visitor must meet Site requirements concerning respirator training, respiratory protection
medical examination, and fit testing of the respirator. If the Ste agrees, the medical examination and
training can be obtained a Headquarters before the vist. Thefit test of the respirator must be
performed on site and arrangements should be made before the vigt to schedule afit test upon arriva.

D. Records.

As can be seen above, it isa good practice to maintain current records of radiation dose monitoring,
medica exams related to respirator use, and radiologicd training if a Federd employee plans routindy
to vist DOE stes where exposure to contamination and airborne radioactive materiad is possible. The
records coordinator of the employee's organization will identify where the records are maintained.
Radiation dose monitoring results should be part of the Federd employee' s occupational medicd file. If
provisons do not exist to have these records automatically incorporated into a Federd employee's
medicd file, the employee should personaly forward copies of the monitoring records to their
Headquarters hedlth unit.



APPENDIX D

Chronic Beryllium Disease Prevention Program (CBDPP)
for Headquarters Federal Employees

Title 10 Code of Federa Regulations, part 850 (10 CFR 850), Chronic Beryllium Disease
Prevention Program, published December 8, 1999, requires that responsible employers must
implement a program to manage and control worker beryllium exposures in order to reduce the number
of workers exposed and to ensure the early detection of chronic beryllium disease. Headquarters
employees may conduct activities at the Department of Energy (DOE) facilities that present the potentid
for exposure to arborne beryllium particles. This gppendix is the Department's CBDPP, as required by
10 CFR 850, for Headquarters federal employees who conduct activities at DOE facilities that present
the potentia for exposure to arborne beryllium particles.

A. General Requirements.

Headquarters managers and employees must comply with the Federa Employee Occupationa Safety
and Hedlth (FEOSH) Program for Headquarters Employees (this document) while visiting DOE
fecilitiesthat may pose arisk of exposure to arborne beryllium particles.

Affected Deputy Assigtant Secretaries (DAS) must designate a CBDPP point- of-contact to assst
managers and employees, aswel asthe DAS, in implementing the CBDPP for Headquarters
employeesin their organization, and keeping track of CBDPP documentation and records.

Headquarters managers mug, in giving assgnments to Headquarters employees, assure that the
employees exposures will be at or below the action leve; that the number of employees exposed and
potentially exposed is minimized; that the opportunity for exposure to these employeesis minimized; and
that these employees disability and lost work time due to beryllium disease, sengitization, and associated
medica careis minimized.

Headquarters managers must set gods for, and keep track of, these employees exposures and potential
exposures, and beryllium-related medica status, to further reduce exposures below the action leve
established by 10 CFR 850. By January 7, of each year, beginning with the year 2001, affected DASs
must submit to the EH Assistant Secretary an andysis of their employees exposures and potentia
exposures, and beryllium-related medica status, and a proposa for exposure reduction and
minimization gods for the ensuing year.

B. Program at Facility to be Visited.

Headquarters employees must comply with the CBDPP of the facility to be visited. Headquarters
managers must obtain and review with the employee the facility's CBDPP to ensure that the employee



is, or will be, in compliance when the activity involving beryllium begins.
C. Specific Program Requirements.

Many of the specific program requirements of 10 CFR 850 do not apply to the Department as the
responsible employer due to the type of job activities performed by Headquarters employees, eq.,
oversght activities,

For example, the requirements to conduct a basdline beryllium inventory (10 CFR 850.20) and to
edtablish regulated areas (10 CFR 850.26) do not apply to Headquarters because beryllium is not used
in Headquarters offices.

Headquarters managers and employees complying with the specific requirements of a DOE-approved
CBDPP plan of afadility being visted will be in compliance with the specific requirements of 10 CFR
850, Subpart C. These requirements include, but are not limited to sections 850.22 (permissible
exposure limit), 850.23 (action leve), 850.24 (exposure monitoring), 850.25 (exposure reduction and
minimization), 850.26 (regulated areas), 850.27 (hygiene facilities), 850.28 (respiratory protection),
850.29 (protective clothing and equipment), 850.37 (training and counsdling), and 850.38 (warning
ggnsand labels).

Headquarters managers must comply with the requirements of sections 850.28 (respiratory protection),
850.34 (medicd surveillance), 850.35 (medica removal), 850.36 (medical consent), 850.37 (training
and counsdling), and 850.30 (beryllium regidry) by utilizing the services of the employee’ s Headquarters
hedlth unit. The Headquarter hedlth unit (MA-353) is prepared to support the Degprtment in providing
the services needed for managers to comply with the requirements of sections 850.34- 36, 850.37, the
respirator fit testing requirement of section 850.28, and the counseling requirement of section 850.37.
Where funding is an issue for MA, Headquarters managers may be required to provide the necessary
funding, or make aternate arrangements, to ensure that employees are provided these services. When
gopropriate, Headquarters managers must arrange for reciprocity with the facility being visited by the
employee, to accept the medica services (eg., physica, respirator fit testing, etc.) provided by the
Headquarter hedth unit.

All records generated as aresult of the requirements of 10 CFR Part 850 must be maintained by the
employee s Headquarter hedlth unit for inclusion in the employee s medica surveillance program
records. Headquarters managers must arrange for exposure results to be sent to the employee's
Headquarter health unit for inclusion in the employee’ s medica survelllance record.

Headquarters managers must comply with 850.39 (performance feedback) by conducting periodic
anadyses and assessments of the monitoring results, medicd survelllance, and exposure reduction and
minimization data obtained (without persond identifiers) from the employee’ s Headquarter headlth unit.



APPENDIX F

Occupational Health Medical Surveillance Program
For Headquarters Federal Employees

The Dependent and Hedth Care Services Program has established medica surveillance protocols for a
Headquarters Occupationa Health Program to ensure the early detection of disease for workerswho
are exposed or potentidly exposed to toxic and hazardous substances in the workplace.

Chronic Beryllium Disease Prevention Program (CBDPP) for Headquarter Employees.

The CBDPP will enhance, supplement and be integrated into the existing Headquarters Occupationd
Hedth Program for the Department of Energy (DOE) Headquarters employees. This program is being
dructured in this manner to: (1) take advantage of the existing comprehensve medicd survelllance
program aready implemented at DOE Headquarters; and

(2) minimize the burden on DOE managers by clarifying that managers need not establish redundant
medica surveillance programs to protect employees from occupationa exposure to beryllium.

The CBDPP is designed to reduce the number of workers exposed to beryllium, minimize the levels of
and the potentia for exposure to beryllium, establish medicad survelllance requirements to ensure early
detection of the disease, and to improve the state of information regarding chronic beryllium disease and
beryllium sengtization for Headquarters employees.

Specific CBDPP Requirements

Many of the specific program requirements of 10 CFR 850, CBDPP, do not apply to a Headquarters
manager as the responsible employer due to the type of job activities performed by Headquarters
employees (eg., overaght activities).

The Headquarters hedlth unit will provide services needed for Headquarters managers to comply with
the program requirements of sections 850.34 (medical surveillance), 850.35 (medica removal), 850.36
(medica consent), 850.30 (beryllium registry), the fit testing requirement of section 850.28 (respiratory
protection), and the counsdling requirement of section 850.37 (training and counsdling).

The Headquarters hedlth unit will assst Headquarters managers in arranging for reciprocity with the
facility being vigted by the employee, to accept the medicd services (e.g., physicd, respirator fit testing,
etc.) provided by the Headquarter hedth unit.

The Headquarters hedlth unit will maintain al records generated as aresult of 10 CFR 850, for incluson
in the employee’' s medicd surveillance program records. Headquarters managers must arrange for
exposure results to be sent to the Headquarters hedlth unit for inclusion in the employeg s medical
survelllance program records.

For any reason, if employees are unable to perform their normaly assgned duties for medicd or hedth



reasons, whether the cause is occupationally related or not, they should notify their supervisor
immediately. It may aso be advisable for the employee to contact the medicd staff at
the Federd Employee Hedlth Unit, located a both Germantown and Forrestal facilities.



APPENDIX G
Respirator Program

The requirements for the Respirator Program are outlined in the OSHA 29 CFR 1910 Generd Industry
Standards, 29 CFR 1926 Congtruction Standards, and American National Standards Institute (ANS])
Standard Z88.2, American National Standard for Respiratory Protection (currently under revison).
The following guidelines gpply only to dl Federd employees.

A. Written Program.

This program shal be maintained by the designated Respiratory Protection Program Adminidrator in
conjunction with the Headquarters Federal Employee Occupationa Safety and Health (FEOSH)
Program. It will be made readily available to dl who wear respirators.

B. Hazard Assessment.

Before wearing arespirator, a hazard assessment at the proposed workplace should be performed. It
isassumed that if a Site requires a Headquarters employee to wear arespirator, such an assessment
should have been done and documented, according to the OSHA Standard and ANSI Z88.2.

C. Medical Evaluation

Where possible, medica evauation for Federd employeeswill be done through the Headquarters
Hedth Unit (following ANSI Z88.6, Respirator Protection - Respiratory Use - Physicd Qudifications
for Personnd (currently under revison)). A written certificate shal be issued and should be acceptable
at mogt field Stes. When necessary, fidld sites may administer medica evaudtions (following ANS
Z88.6), in lieu of the Headquarters Hedlth Unit.

D. Training

All those wearing respirators must receive proper training according to the OSHA Standard and ANSI
Z88.2. Thesetraining eements presently include:

Why the respirator is necessary and how improper fitting, usage, or maintenance can
compromise the protective effect of the respirator;

What are the limitations and capabilities of the respirator;

How to use effectively the repirator in emergency Stuations, including Stuationsin
which the respirator malfunctions,

How to inspect respirator sedls,



What are the procedures for maintenance and storage of the respirator;

How to recognize medicd signs and symptoms that may limit or prevent the effective
use of respirators,
Proper donning and doffing; and

When to change a cartridge.
E. Routineinspection, maintenance, storage, cleaning and disinfecting.

Routine ingpection, maintenance, storage, cleaning and disinfecting of respiratory equipment should be
the respongihility of the issuer, usudly the fidd Ste. The wearer is respongble for ingpecting his
respiratory equipment prior to and after its use. Such ingpection could include cleanliness of the
respirator, torn or loose straps, holes in thefilter, broken or loose fittings, cracked or scratched

facepieces, and missing parts.
F. Sdection.

All respirators and air-supplied suits will be NIOSH-approved or approved under the DOE Respirator
Acceptance Program. In most cases, the Site provides the needed respiratory equipment.

G. Fit Testing.

Fit testing should preferably be done at the Site, using the OSHA Standard protocol and Site-preferred
respirators. In exceptiona circumstances, the Headquarters Respiratory Program Administrator will
arange fit testing using a common respirator brand. Beards, low hairlines, glasses or goggles, and
stubble may prevent proper user sed on arespirator. Quantitative fit testing is preferred. Fit testing
must be done annualy or more often as required by facid changes. Respirator pressure tests should
aways be done by the worker before entering a hazardous atmosphere.

Program evaluation of the Headquarters Respiratory Protection Program should be conducted once a
year.



